APPLICATION FOR RECORDS RETENTION SCHEDULE Dg:ﬁg‘;,_";ﬁ fncgrﬁ;‘::m; ftrls?'lToEnv
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM -1 for instructions on compieting this form. Forward signed original to
Department of Archives and History, Records Management Dmsuon 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduling Section.

rII AGENCY USE 1. Agency Addrass o - . FOR RECORDS MANAGEMENT USE
Application Dete Department of Education ; ’ Application Number -
Office of Planning and Development 8 2_-— CD l 2_
Application Number Education Development Division Wﬂm Dete Completed
Adult and Continuing Education 0 1882 I JAN 1 9 1983
7 Berenn 4 Contact ' ’ Working Title Telephone Number
Dr. Neil C. Cunter Administrator 656-2600
3. Action Requested ’
a. [@ Establish Retention Schedule; record will continue to accumutate.
b. DO Dispose of present accumulation; no further accumulation anticipated.
¢e._ [ Amend ApplicationNo. . Check One: 0 Change; [ Supercede; O Void
2. Dates of Series 5. Records Sevies Tite (followed by title used in office; if different}
Eoarliest Latest
1969 | To Date "Adult Education Program files _
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Adult Education Unit provides statewide assistance to LEA's desiring to operate
basic skills classes for disadvantaged adults. Services include allocation of federal
and state funds, budgets, accounting services and consultative assistance.

7. Rscord Series Description This file contains the followmg documents (include form numbers and titles, if any):
Attach samples of the file. )

Documenits relating to:
Administering the Adult Program at the State level.
Included are:

Separate files for each school system, including copies of local application for funding,
budget amendments and other related correspondence.

File is arranged:
Alphabetically by LEA's.
8. Monthly Reference Rate How often are records referred to which are:
/} - Dnetosixmonthsold —_ ____; Seventotwelvemonthsold___________; Thirteen to twentyfourmonthsold ________;
_twenty-five monthsand older _._______? -
9. Annus! Rate of Accumulation of Records
/}L‘ ,9, Lettersizedrawers ____________;legalsizedrawers __ ;Shelves . __;Other [specify)

Lateral drawers - 3.

AR-50-71; Rav. 78 . ) - {Over)




vEs | NO | 10. Questionnsire  {Place an X" in the proper eolumn)
X 8. Is this the official copy of the series? . . . -~
K not, where is it? R
X b. Does the series contain confidential information requiring security handling? H yes, rite law or reguiation.
c. Is this a vital record? :
n/a| d. Does this series have historical or long term research value?
e. When one or two documents in the file make nmcessarytokupmemmﬁlefov a long period, eouldthese
Ckaa.m_t:_m_m_d_mﬁtv"
X .
g. ls the mformatuon conumed in this series ever analyzed and/or recorded in a sumvmarized report?
X If ves, sttach copv,
h. Is there a duplication of this series in your office, or in anmhef office or agencv?
X If ves. where? Partial duplication in LEA's accounting.
X 1 i Isthis series for 8 mafor portion of it! regularly microfilmed?
X } i Doesthe record series result in 8 computer printosut?
11. Retention Requirements The following requires the series to be kept:
a. State Law years, ' d. Audit period years.
b. Statutre of limitation years. e. Administrative need 2 — YE3rs,

c. Federal law 5 years. {. Federal retention instructions years,

Attach copy or excert of laws or regulations. Expl'ain administrative need.

Adult Education Act P.L. 91-230 as amended, including P.L. 93-380 (U.S.C. 120-1-1211a)

-

12. Approved Dupomlon Instructions Thi:s agency recommends that the file series be cut off at the end of each:
D Calendar Year; Bj Fiscal Year; [0 Other then,

BE Holdinthe current filesarea . __month{s) ____.2 _ _ year(s); then
O Transfer to locat holding area; hold ____________ year(s); then

B Transfer to State Records Center; hold _3__yearlsl: then

K} Destroy.

O Transfer to State Archives for permanent retention.

O Other {Specify)

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Designee {Signature, Date Records Management Officer (Signature) . Date
4/?//5’7 waﬂwxw H/?/g-?
V . $tats Records Committes {S@nmm} . Date
Recommendations in psra- 0% 1
graph 12 are approved. State Auditor/Designee I/’[,,,.-A/D‘Ad_,,\,! [l K

{If disapproved, sttach letter

of explanation.} K Socretary of State/Designes diord UWoddns )

Attorney General/Designee A (/j#
AR—S0—71; Rev. 76 r,m —y T -




